
APPLICATION FOR RECORDS RETENTION SCHEDULE 
- 

Attention: Scheduling Section. 
3 .  

_ i ~  -- 

ipplication Date O f f i c e  of Energy Resources 
November 3,  1977 Room 615 

270 Washington S t r e e t ,  S .  W .  
A t l a n t a ,  Georgia  30334 

.. 
rpplication Number 

- 

- --dXLL- .- 
OFFICE OFTHE SECRETARY OF +ATE 

DEPARTMENT OF ARCHIVES AND HISTOR' 
RECORDS MANAGEMENT DIVISION -_- 

INSTRUCTIONS: See Publicatiron No. 76-OM-? for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenye, Atlanta, Georgia, 30334, 

r 
____I - 

FOR RECORDS MANAGEMENT USE - 
Application Number 

-. 
Date Received 

I DEC 2 2 1977 
Telephone Number 

.__._.I 
DEC 5 1977 - .. .. . .-- -_-_ 

. 

656-2010 - I____ -. ~ __ Assist a n t  P l a n n e r  ____ ___-~ ~ ~ .~ .~~ ~~ 

Rob Harvey 
~~ 

Action Requested 
a. 
b. 

0 Estaoiisn Retention Schedu1e:)ecord will continue to accumulate. 
tX Dispose of present accumulation; no further accumulation anticipated. 

c. 0 Amend&g&@gn No. Checkone: 0 Change; 0 Su~~erede; 0 Void ~. 
5. Records Series Title ffolowed by title used in office: if different) 

O i l  Company Correspondence F i l e  
Latest 

__ ~ _ _ _ ~  L-~ ._I_- 
What is the function of the Division and the Office in which this recoid series is created? 

To p l a n  and c o o r d i n a t e  t h e  implementation of  a comprehensive energy  
management program f o r  Georgia. T h i s  i n c l u d e s  such  a c t i v i t i e s  as :  i d e n t i -  
f y i n g  energy  resource i s s u e s ;  deve loping  and a n a l y z i n g  p o l i c i e s  and programs;  
and recommending a p p r o p r i a t e  p o s i t i o n s  and ac t ions  t o  t h e  Director of OPB, 
t h e  Governor, and t h e  General Assembly. To i d e n t i f y ,  o b t a i n ,  and implement 
f e d e r a l  e n e r g y - r e l a t e d  programs; t o  assist i n  c o o r d i n a t i n g  S t a t e ,  r e g i o n a l ,  
and loca l  energy  a c t i v i t i e s  i n  o r d e r  t o  i n s u r e  c o n s i s t e n c y  w i t h  Georgia 's  
energy goals.  To col lect ,  compile  and a n a l y z e  energy  d a t a ,  .and t o  p r e p a r e  
and d i s s e m i n a t e  e n e r g y - r e l a t e d  i n f o r m a t i o n  t o  a l l  consumers. 

1 9 7 5 j -  

I. Dates of Series 
Iarliest 
1973 

I. Division and Office Function 

- -- - -  .lll__l& ~ __ _I-I_ - 
I. Record Series D e s a i m i s  file contains the following documents (include form numbersand%tles, if m y ) :  

Attach samples of the file. 
Documentsrelating to: a l l o c a t i n g  petroleum p r o d u c t s  v i a  t h e  S t a t e  Set-Aside program 

as p rov ided  f o r  under  t h e  Emergency Petroleum Al loca t ion  Act 
of 1973. 

Included are: correspondence  between Georgia  . o i l  cmpanies (pr ime supp l i e r s :  
and t h e  S t a t e  Energy O f f i c e ,  conce rn ing  a d m i n i s t r a t i v e  
r equ i r emen t s  of t h e  program. 

~~ 

~ . .  . . -  

File is  arranged: a l p h a b e t i c a l l y  by name of o i l  company. 
:I.. .. . -  

I ---~- I____ .~ 
3. Monthly Referena, Rate 

One to six months old 

How often are records referred to which are: 

,, 
0 0 0 . Seven to twelve months old ---;~ Thirteen to twenty-four months old I___ ' 

~ .- 
twehty-five months and older 0' ? -  

l_l-_ ~- _--____-.I -~~.-- 

-, Shelves ~ _ _ ,  . Other l&ecifyJ -. .. 9. Annual Rate of Aetvmul tion'of Records 
~, Letter-size drawers - l l :  Legalsize drawers 



.~ ~~~ i-.. R - - ~ ..-__L- .-.&---. - -- *__ 

~~ NO] ~ 10 2--.--- Questionnaire ~ 
(Place an "x" in the ~ proper_column) ~~ 

v-_-zl_l_ g=:-; 
s -  

a. I s  this the official copy of the series? 

b. Does the series contain Tnfidential information requiring security handling? If yes, site law or regulation:' 
_~_--- -F- I m w h e r e  is it? _ . _ _ ~ C  

~ 

I 

term resgas-elue? 
e. When one or two documents in the file make it necessary to keep the entire file for a'long period, could these 

Q w m n m c h e d  uled seoa ratelv? 
-a 

recorded in a summarized report? 
-- - 

h. Is there a duplication of th is  series in your office, or in another office or agency? 
~- -._-- I _- 

X 

X ere? 
- -- _I__.... 

--_I_ -I 

reauia 

I f .  Retention Requirements The following requires the series to be kept: 

-years. a. State Law > --.years. d. Audit period 
b. Statute of limitation 0 -years. e. Administrative need &-,years. 
c. Federal law 0 years. f. Federal retention instructions - 4 years. 

0 

. .  . .  
~~ Attach copy or excerpt of laws or regulations. Explain administrative need. 

~~ ~. 

. .  . .  . . .  . 

- -- -_ .~ 
. . .  ~. -. - 

12. Aomved Disposition lnrtructions This agency recommends that the file series be cut otf a t  thb end of each: 

. -  then, a Calendar Year; .U Fisdyear: J Other L,~-,- ~. 
.~ 

. ~~ 

. .  - .~ 

. ,  . ~, 

~~ 
. . .  

- . ~ .  1 year(s); then - .  D Hold in the current files area ~, . . month(s) 
0 Transfer to local holding area, hold --yeark); then - 

a Transfer to State Records Center; hold ~~ -'year(s);then . .'. '- 

$I Destroy. 

0 Other /Specify/ 

~- 

Transfer to State Archives for permanent retention. 

These instructions apply to a l l  prior and future accumulations of the series. 

Date State Records Committee &?ffatu?e/ 
lecommendations in para- 
jraph 12 are approved. 
If disapproved, attach letter 
if explanation.) 

- ~ ~ . ~ ~  
3-50-71; Rw. 

- 
. .  

~- . , ~. ~ ~ . , ~- . . .  .,._. x . .  . .,: . - ... , , . , .~ ... : .. . . 


